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3. Authorization Requested (Check only one of the squares below) . )
- ‘K_
Dispose of present accumulation. No - - Establish * retention schedule -for re- Microfilm and destroy originals.
additiona! accumulation is antici- - 7 cords for which there is a continuing Originals if not microfilmed would be
accumulation. The records will céase to retained for the period of time indicated.

pated. Records have ceased to have value

to warrant retention. have value to warrant their retention after

the period of time indicated.

4 .5. Description of Records | 6. Recommendation

Item Describe records accurately. Include title, form number, size of documents, of Hall of Records

N work or activity to which the records relote inclusive dates and quantity aond Board of Public
°. {cubic or linear feet). Show recommended retenhon penod Works.
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any erims, complaint, accident, ote, occurring within the jwrisdio- | -
. tion of the campus police. The form used for this purpose shows

nams and address of victim or complainant, offense, place, date,

time, method by which the orime‘or complaint uas first received,
officer's name, and the narrative report. mm«:m;mm
ting documents are included in the fils, :

RECOMMENDATIONS mmmmmxsmmmsmo:.
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5. Description of Records
Describe records accurately. Include title, form number, size of. documents :
--work or activity to which the records relate inclusive dates and quantity
(cubic or linear feet). Show recommended retention period.

6. Recommendation
of Hall of Records
and Board of Public
Works.
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Orld.ml nmmnmummmw-efau,u
: used for auvdit purposes
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mwmrm: mmmmmnsmmm, WHICHEVER
tsum,mmnnmor

Accmmmmr

8iges B3 x 11"

Quantitys 1 drawer

Dateas 1946 « -

File Arrangemonts Chronological
Annual Accumilations 2 limsar inches

rhemm:'opoﬂiamdomthantmdardtmmmmwm
Dspartment of Hotor Vehicles. A copy of ths report is sent 40 the
Department of Motor Vehicles only Af the damage is over §75.00.
There is 1ittls ruference to the reports after thay have beem Lileds

mmmmm: mmmmmnsmm DESTROY.
TELEPHONE 10O

Size: 8i* x 1=
muwr'icumm

Datess 39L6 -

rmuwa Chronological
-Anmaal Accumulations Im;nrm
Disposabls Amomt: L oubic feet

A Wuwmmmmmmm

ths log. Information shown i3 time, ths message, recsived or made
by whon, and action taken. HNost of the entries ere reutine, smince
all uatchnen ore reguired to chesh-in by phons every half hour '
while they are on duty. Thare is reference to the log sdbout cnce a
month during ths month the entry was made,

RECOM/ENDATIONS mmmmmmm.

APPROVED
~ HALL OF RECORDS COMMISSION
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4 5. Description of Records 6. Recommendation
: Describe records accurately. Include title, form number, size of documents, of Hall of Records
“'" work or activity to which the records relate, inclusive dates, and quantity and Board of Public
(cubic or linear feet). Show recommended retention period. Works.
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5. | ¥DE sHEETS 2
Bise: B83° x 1I* - =
Quantitys B cubic feet “=
Datess 1953 = - - @
File Arrangement: Chromological . oW
Anmaal Acouwmmlations 2§ cublc fest 2
Disposabls Amounts 2 cuble feet a S
! - (|
This report is prepared daily by each officer and watclhman employed T =
by tha Univarsity. The form shows date, car milesge, weathsr, S
hours worked, any locks not operative, any lights found left on —
and any remarks. The report is signed by the individual submitting =
it. Vvhere punch clocks avre used by the smtehaen, ths punch tape =
45 atteched to the report. The taps shows the date, route number,
time punches, and satchmon's name. There 1s occasional reference
to the reporta particularly by insurence and bonding companiss,
Thass references rarely sxtend beyond ans month.
Wﬁt: KETAIN FOR THREE YEARS AND THEN DESTROY.
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